
 

Legal Billing Specialist 
 
Department: Accounting 
Reports To: Controller 
FLSA Status: Non-Exempt 

Position Summary 

The Legal Billing Specialist is responsible for the accurate and timely preparation, review, 
processing, and distribution of client invoices in accordance with attorney and client billing 
guidelines. This position works closely with attorneys, paralegals, legal assistants, and 
clients to ensure billing accuracy, resolve billing inquiries, maintain billing records, and 
support the firm's accounts receivable and revenue collection processes. The Legal Billing 
Specialist must possess strong analytical, organizational, and communication skills, 
maintain strict confidentiality, and demonstrate a high level of attention to detail while 
managing multiple deadlines in a fast-paced legal environment. 

Essential Duties and Responsibilities 

 Handling all aspects of client bill preparation according to client and attorney speci-
fications, including but not limited to, processing edits, printing and mailing invoices 

 Preparing and submitting electronic invoices in accordance with client guidelines, 
as well as researching and resolving issues associated with electronic invoicing 

 Maintaining up to date client invoice guidelines 
 Respond to attorney and client inquiries regarding billing 

Knowledge, Skills, and Abilities 

 At least three years of billing experience, law firm or professional services environ-
ment preferred 

 Knowledge of Electronic Billing Systems such as Legal Exchange, Bottom Line Tech-
nologies, Legal Tracker, TyMetrix and Counselink 

 Strong computer skills with proficiency in Microsoft Word, Excel, and Outlook 
 Demonstrate strong organizational and analytical skills, with the ability to man-

age multiple demands, prioritize tasks effectively, and work efficiently under pres-
sure to meet deadlines 



 Able to work in a team environment as well as independently, and possess excellent 
interpersonal and communications skills 

 Professionalism when dealing with different personalities 

Physical Requirements 

 Prolonged periods of sitting at a desk and working on a computer.  
 Frequent use of hands and fingers for keyboarding, data entry, and operating 

standard office equipment.  
 Ability to view and read information on a computer screen for extended periods.  
 Ability to lift, carry, push, or pull files, records, office supplies, and equipment 

weighing up to 15 pounds.  

Working Conditions 

 Work is performed primarily in a professional office environment.  
 Regular use of computers, printers, scanners, telephones, and other standard office 

equipment.  
 May involve extended periods of focused work when processing monthly billing 

cycles and responding to billing inquiries.  
 Work may require occasional overtime during month-end, year-end, or other high-

volume billing periods.  
 

Compensation: $60,000 - $75,000 based on experience 

 

 


